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To ensure compliance with the Fair Credit Reporiog (FCRA) and Equal Employment Opportunity
Commission (EEOC) guidance, the responsibilitycd@mmpletion of criminal background checks shall be
conducted by the Human Resources Division for ampleyee and/or volunteer performing law
enforcement duties or providing primary care angesusion of individuals up to age 18, in the alzgen
of parental or other appropriate guardians, whilgaged in interpretive duties.

To this end, the following policies and forms hdezn established and/or revised:

* Issuance of new policy, PPM #48 — Criminal BackagebuChecks policy, which details the
timeframe and procedures required relative to tmpietion of criminal background checks;

e Addition of Authorization of Criminal Background €tks form, which is to be completed by
the applicable employee/volunteer and submittedhegy supervisor to the Human Resources
Division to request a criminal background check;

* Revision of PPM #23, Conditional Offer of Employnd?olicy, to include reference to the
authorization form and PPM #48 should a criminatkgaound check be required for a
prospective employee.

* Reuvision of the Conditional Offer of Employmentrfgrto include that a criminal background check
may be required as part of the prospective emplopee-employment screenings.

The above policies and forms are available on Céladrathttp://www.crt.state.la.us/management-and-
finance/human-resources/policies/indexd also have been attached for your convenietueuld you
have any questions, please contact the Human ReesoDivision at (225) 342-0880.

Supervisors: Please make this memo available to those employees that may not have email access.

Please Post and Circulate
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